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Introduction 
 
 
 
This user guide was developed to assist you in the implementation of the virtual out-processing 

system. The images displayed in this guide are an exact replica of those posted on the vOP 
training web site.  Some pages within this guide contain text boxes that provide additional 

information pertaining to the image displayed. It is recommended that you print a copy and have 
it available for later reference when working in the vOP system.
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Accessing Virtual Out-Processing (vOP) 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

In order to access the virtual Out-Processing 
System (vOP) you must click on the vMPF banner 
to access the applications through AFPC secure. 
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Before logging into AFPC secure you have the option to access a 
virtual Out-Processing briefing. This briefing will provide a Macro 
view of the vOP system. 
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 This is the log on screen for AFPC secure you simply type in your 

User Id and password.  If you don’t have an account you select one of 
the three options identified at the bottom of the screen to create an 
account. For contractor and NAF employees requiring access base 
administrators need to refer to the Implementation Plan for further 
guidance. 
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This screen displays all the applications available to you based on 
your user profile. If you are a military member you will select the 
vMPF button, if you are a civilian you will click on the vOP button to 
access the out-processing system.
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Once you have logged in through AFPC secure and have 
accessed the vMPF/vOP option, you will have the following two 
areas available to you. NOTE: The “Individual Actions” area 
is available to military members only. In order to access the vOP 
system you will need to click on “OP Actions”. The upper right 
corner of the page has some Help options that can assist you 
within the vMPF, such as FAQ, Glossary, Known Problems and 
Feedback. System announcements are also displayed on this 
page. 
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 This screen displays the System Administrator actions available to 

you. The actions available to TSG Jones are “Dyess Base Admin”, to 
access these actions you would click on “Dyess Base Admin”. 
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The Introduction page displays the actions available to the Base 
Administrator TSG Clyde Jones. These actions are displayed on the 
left hand side of the screen. To view a list of Dyess Base 
Administrators you would select the option “Dyess Administrators”. 
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The image displays TSG Clyde Jones as the Base Admin for Dyess, the 
base administrator is responsible for establishing the vOP structure for 
their base, assign unit and task organization system administrators, 
provide training to the units and task organizations. Training 
courseware is available on the vOP web site for your use.  
 
 Personnel assigned to the Outbound and Retirement/Separation 
sections should be assigned as base administrators in order to have the 
capability to add members into the vOP system.  
 
 To add a unit to the vOP system you would select “Units” from the 
list of actions available. 
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Adding a Unit 
 

 
 
 

 
The image displays there are no organizations created, so to add a 
unit you would click on Add Base Unit. 
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To add a unit to the vOP system type the name of the unit in the Base 
Unit field and click the add button.  
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To add other units you would simply follow the same process until all of 
your Units have been loaded into the vOP system. Note: If at any time 
you need to make a change to the name of the unit you will use the Edit 
feature, if you need to delete a unit, use the Delete option.  
 
 Note: Deleting a unit/task organization from the vOP system will 
require some specific steps.  You must delete from the lowest level first 
and work your way up to the unit/task organization level.  In other words 
if they are task organizations built within a unit and tasks associated to 
those task organizations then those need to be removed first. Please view 
the diagram on page 28. 



 Virtual Out-Processing (vOP) Users Guide 

 15

Assigning a Unit Administrator 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

For each unit you load into vOP you must assign a unit administrator 
that will be responsible for managing the vOP system for unit 
specific task. To add an administrator to 7th Transportation Sq you 
would click on Add Unit Administrator.
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As the base administrator for Dyess you have the capability to delete 
unit administrators when a change is required, and you can edit some 
basic information.  
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This completes the portion on adding a unit into vOP and assigning a 
unit administrator for the 7th Transportation Sq.  
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Adding a TASK ORGANIZATION 

 

 
 
 
 
 
 

The process to add a task organization is exactly the same as we did 
with the unit portion. The base administrator has already clicked on 
the Task Organization on the left hand side of the screen.  Currently 
there are no Organizations created.  Note: task organizations are 
those organizations that all members assigned to the base need to out-
process through, ie Finance, TMO, Hospital etc. 
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This image displays the task organization to be added is the NCO 
Club, building number 123.  
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Adding a Task Organization Manager 
 

 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

The NCO club is now listed, to add other task organization, i.e. 
Housing Office, TMO, etc you would follow the same process as 
before. To add an administrator for the NCO club you would just 
click on NCO club. 
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For every task organization that you load into vOP you must also 
assign a task manager that will be responsible for generating the out 
processing requirement/requirements. 
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Deleting A Unit/Task Organization 

 

 
 
 

 
 
 
 
 
 
 
 
 
 

Base administrators are the only ones authorized to remove units and 
task organization from the vOP system. Unit administrators can only 
remove task organizations (i.e. Unit training, ADPE Custodian etc) 
under their control.  You will receive an error report when trying to 
delete a unit that has task organizations that rely on it. 
 
The next page provides a diagram to follow when deleting a unit/task 
organization from vOP. 
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Deleting A Unit/Task Organization, cont 
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Delete First 
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Base Admin
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Delete fourth 
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Adding a member to vOP 
 

 
 
 

 
 
 

One of the most important actions a base administrator needs to 
remember is that all task both unit and task organization need to be 
created prior to adding a member into the vOP system.   
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The out-processing types available for you to choose from are 
Outprocess CONUS, Outprocess OS, Outprocess PCA, Retirement, 
and Separating. 
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The Gaining Duty location and Unit Information is automatically 
populated in these fields from MILPDS, however if they are not in 
MILPDS you have capability to hand enter this data.  
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The active member list provides a list of all personnel who are out-
processing from Dyess AFB. Each area that is highlighted in blue 
activates a pop up window that provides additional information.  
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Member Search 
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The “Member Search” feature allows the base administrator to 
search for active or archived members. The image above displays a 
search on SSAN 111-11-1111. 
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The results from this search displays the member has no processes, 
perhaps the clerk forgot to add the member into vOP, therefore this 
page pops up and provides you the ability to add the current SSAN 
111-11-1111.  You would click on “Add this member”. 
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 The Out Process Types available from the drop down window are 

Out process CONUS, Overseas, Retirement, Separation and PCA. 
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The Confirm member information page provides some basic 
information to review prior to adding the member into vOP. 
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Note:  The Members record is archived 7 days after the departure 
date and can be accessed for 90 days after the departure date; on the 
91st day the record will be deleted from vOP.  
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Adding a Task Organization at Unit level 
 

 
 

 

The unit administrator for 7th Trans has already logged in through 
AFPC Secure and has accessed the vOP button. The image displays 
the current administrators assigned to 7th Trans, this option can be 
accessed by clicking on the 7th Transportation SQ Administrators.   
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 The unit administrator for 7th Trans has clicked on the Task 

Organization option to display the current organization under 
his/her unit.  As the image displays there is only one task 
organization available, to add another one you would simply click 
Add Task Organization.    
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Assigning a Task Manager 
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View Unit active members out processing 
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Notice the icons identified above, the red circle with the white X 
signifies the task is overdue, the yellow triangle with the black 
exclamation point represents the task is within 3 days of the suspense 
and the green check mark identifies the task is completed.
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Task Manager administration 
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In this example the Security NCO for 7th Trans has already logged 
in through AFPC Secure and has accessed the vOP button. The 
image displays there are no task associated with the organization.  
The task has to be built first before it will appear on the members 
checklist.  It is very important that all tasks be built before base 
admin adds a member into the vOP system.
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 The process options available serve as a filter, this particular task 

when loaded will apply (appear on members task list) to members 
that are out-processing CONUS and Overseas only.  If you have a 
task that applies to all processes then you would check on all 
process boxes.   So you have the capability to apply task to certain 
processes. 
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The pending task action provides a list of unit member that requires 
action on the task “Turn in entry card”. The security NCO would 
select the appropriate action (awaiting individual, completed, 
removed, or visit required) from the drop list and update the status of 
the members.   
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By clicking on the members’ name, a pop up window appears with 
member detail information.   
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The security NCO will update the task status from the options 
available on the drop down window. If the status is Awaiting Org, 
you determine whether the individual needs to take action. If so, 
update the status of the task to "Visit Req", if not, update the status to 
"Complete".  Also the security NCO can add personnel notes to 
specific members by clicking on the “Add Note” link. 
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The security NCO can add personnel notes to specific members by 
typing in the field provided and clicking on the “Add” button. 
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The security NCO can add specific information concerning hours of 
operation, weekdays, phone/Fax numbers, and comments that may 
assist the members out-processing. These comments will be available 
on the members’ checklist. 
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Members View 
 

 
 

The member TSgt Jones has already logged in through AFPC secure 
and has selected the vMPF button.  Members retrieve their checklist 
by clicking on Individual Actions. 
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vOP Support Material 

 

 
 
 
 

The support material section provides some valuable information to 
assist you in establishing the vOP program at your base. The 
Implementation Plan and Checklist are available for downloading off 
the vOP website.  The FAQ search link will direct you to the Contact 
Center Support page.  
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You can also access Contact Center Support by clicking the banner 
on the AFPC home page. 
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The Contact Center Home page provides several options to choose 
from, for this example we will use the “View our frequently asked 
Questions (FAQs)”. 
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The Frequently asked Questions (FAQs)” page provides a list of 
problem, solutions stored in the solutions database.  The example 
on this page displays a search on vOP.  
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The results of the search provide a list of problem, solutions that 
pertain to virtual Out-Processing (vOP) stored in the solutions 
database.   
 We encourage you to utilize this tool to search for your answer 
before submitting a question and calling the contact center. 
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Feedback Form 

 
 

 

The Customer Feedback and Request for Assistance form is available 
throughout the vMPF by clicking on the “Feedback” link on any vMPF 
page.  We welcome all feedback relating to the vMPF.   


